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DIEPARTHMENT OF STATE
Division of Biographic Information

The Division of Biographic Information (BI)

1. Vhat i3 1%?

2, What 1s its purpose?

3. Tbhere does it get its information?

hi. Tow does it handle the information it obtains?

5. Tho benefits from its operations?

1., VWHAT IS IT?

-Une of three divisions in the Office of Intelligence Resources and
Coordination (IRC).

=1t maintaine the Devartment of State's centr¥al biographic file,

=1t speecializes in ecllecting, evaluating, and disseminating bic-
graphic information on promirent people in foreign countries through~
out the world. :

-Bl is divided into branches covering geographic areas, with amlysts
asgigned to ldentify and keep records on the leading personalities in

each counbry.

~It iz a "Tho's "ho® FPlus operation. It frequently knows more about a
person than what i1s ordinarily found in "Tho's “ho" publications; and
it knows somethin: about many psople who never rate a published "Thot's
The" 1isting.

-BI maintains systematie flles on something like a million people, ard
the files are naturally growing every day. .

BUT BI I5 O:LY ON: PART of the Government's entire Biographic Intelli-
gence seb-ups :

~BI assumes reaponsibility for personslities who fall essentially
into the political; cultural, economic, and sociological fields.

~CIA assomes résponaibility for scienﬁiié%‘é‘ 'aéln’c'i technological per-
gonalitiesg, : _

~The DIPARTILIIT OF DEFENSE keeps similar biographic files on mili-
tary personalities, '
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2. WHAT IS TIPS PURK(SEY

-~BI seeks to be prepared to provide, on short notice, comprehensive,
euprant, and reliable information concerning the background, bagie
attitudes, and rapebilities of forelgn mbicel) who directly or in-
directly influcrece damestic and international policles of their
ecuntities, and vhose activibties ave of interest to the Department
and other Fedexsl agencies,

~BI doms not interest itself in Americans.
-Among the foreigners in whom BI is particularly interested are:

~fhe Sovereisn or head of state, menbers of his fanily,
amd leading executive assistanis. -

WOabiret members. The most important officials of minis-
tmies or departments (particularly those concerned with
forei;yn atfairs, but also Justice, ¢olice, Industry and
Comeice, etc,)

~Govermors in colonial territories, and their ranking
gubordinates,

~Chizs" delezates to important interuational or regional
ot eences and representatives with intsrnational or-
ganiznbions concerned with politiecal or security affairs,
aocie . movements, labor movements, oic.

~liemboys of officer rank in the diplomtic and consular
servines,

~Teadors in political parties.

~Ppes:.ding officers, heads of commitlees, and other in-
fluensial members of legislative bodies.

-{iovesnors, mayors, and other prominent local of ficials,

~Ieading businessmen, educators, newspapermeny writers,
artis s,

~Leadors in significant national ox international fraternal
and soci organizations,
Potan.f :h’mders
-Vital stowistics and career data are viewsd as simply a starting
point in the study of a foreign personality.

~A mope couplete and intimate knowledge of leaders 1s often an
indispensaide ald in understanding conditions in a country, and
in anticiputing poasible developments.

~FThusy the factors of personality and capacities are matters of
rach conce M.
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{Purpose, contimued) 3

-BI secks to knowr a8 much aes possible about such things as:
-f person’s influence and reputations
~Vhether he is comtrolled by others;
~Thether his influence is on the way up or downg
=}1i5 views on significant lssues: e.g.
«~Frecdom of enterprise vs nationalization;
«Church schools vs public schools
-Cultural exchanges between the Free lorld and Red areas
«fconomic intercourse between the two political spheres
~Authoritarian vs liberal forms of govermment, elc.
=Higs connections with significant mcvementg and developments
<Ilis executive, professional, or technical abilities
«]lis educational background
«Ilis religious and cultural backgrcund
-}Iis knowledge of larguages
~His family status
~Hlis extra~professional interests (hobbies, inclimations)

~His vanities, enthusiasms, prejudices, weaknesses,
susceptibillties

-}lis appearance, manners, and mannerisms
-In sum, BI's aim is to be ready at any time to provide U.S.
Government agencies and officials with the kind of information
on foreign personalities which will facilitate intercourse with
them, on an advantageous basis.
3, WHERE DOZS IT GET ITS I:FORMATION in order to achieve its purposa?

~The UoS. Government was relatively slow in developing a coordinated
biographic mmogram,

=0Jther gomférnménts have lorg had extensive biographic intelli-
gence services.

~Ours was haphagzard before 19,2,
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3, WHERE DOES IT GuT ITS INFORMATION (continued) L

=BI was created in 1946.

=It tock over ths files of the Personal Intelligence Section
of the Division of Economic Security Controls (State), those
of the Office of Strategic Serviced, those of the Who's Who
Branch of G=2 (Army), and those accumulated by other private
and govermmental collectors during the war years.

~Now the U.S., Qovermment has an effective inst.rument in the field
of biographic intelligence.

~Prineipal current sources of infomation:
-Reporting by Foreign Service postss

=Ihe formal "Biographic Dat.a" report prepared in the
field is the regular wehicle used by Foreign Service
Officers to tell the Department what they know about
sigznificant personalities in their area of assignment,

~Larger posts are staffed with full-time biographie
of ficers who gather information from all local
sources available to them; and who report to the
Department.,

-Bl has access to practically all other reports, on
various subjects, sent in from Fareign Service estab-
lishments throughout the world.

~Analysts in BI screen all such material for frag=
ments of t_):'mgraphic interest.

~then it is realized that over 200 Forelgn Service
Officers were given lind User reports by BIl for their
work during fiscal year 1957, one gets some indieca-
tion of the degree of participation of the Forelgn
Service in the Biographic Program.

~Forelipn Service personnel returning to the Department are
often debrmefed.

~Documents originating with other Govermnent. agencies are also
screenedo

~Principal agencies involved are:
=CIA ' |
~The Defense Department (Ammy, Air; and Naval Attachés)
~ ~USIA (Publie Affairs Officers, Cultural Attachés)
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4. VHIRE DOES IT GZT ITS IMFORMATION (continued) 5

«0Other Sources:

~The Press (foreign and domsétic newspapers)s
llews Agencies (tickers). STATSPEC

~Forelgn broadcasts

~Publications of numerous kinds: STATSPEG .

«"thola Vho' directoriss
~Collactions of published biographies
<Government directorlest

~Diplomatic biographle registers
~Diplomatic lists
~Parliamentary directories
~Civil service lists

-Directories put out by International Organi-
zations, and bulletins

~Business, professicnal directories (doctors,
journalists, clergy, e.ge)

~Bulletins of various organizations (e.g. labor,
business, cultural, lobby groups)

-And Books. (esg. on pulitical history, on labor
movements )

jlo WHAT BAPPUES TO TH: INFORMATION gathered from such numerous and varied
sources?

~Evaluation of reliability is obviously an extremely important
natter.

~The possibility of bias and of distortion of fact always has to
be kept in mind and taken into account wheén an item is selectad
for the biographic files,

=Processing documents

~Each document reaching BI is seresned by specialized analysts for items
of biographic intelligence,

«The i‘ragménﬁ may be simply an identification of a person as occupy~
ing some position at a given time.

~0r, it may be a detail regarding his edncatiom, family or political
€O ct.:lo:i
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4, VHAT HAPFEYS TO THi INFCRMATION (continued) 6

~It may be a photograph.

-Also, it may be quite a lengthy exposition of his views on some
significant toplc.

~Bpief fragments are typed on cards and filed in chronological order,
approximating as closely as possible the date of the event.

-Longer items are filed in the person's biograrhic folder, likewlse in
chronological order. :

-As such fragments fall into the files over a pericd of time, like pieces
of a mosaic, the picture of the man automatically grows clearer and
clearer.

-lises made of the flles

-As occasions arise, the analyst can supply rather quickly the kind of
information needed in a given circumstance by a duly interested offi-
cial.

-BI attempts to "tailor" its reports strictly to the needs of its cus~
tomer.

~The occasion may call simply for a brief unclassified sketch
given over the phone to an officer who is to meet the foreigner
at lunch.

«0Or, the need may require a full, and frequently highly classified,
written report on the personalities of a new government, or on an
international adventurer.

~Driefing papers are often prepared for U.S. officials before their
trips imto fareign areas, on personalities they are likely to meet.

~Hogs Vice President ilixon's trip to Africa
Under Secretary Herter's trip to Malaya

-Similarly, biographies are prepared on foreign delegations to im-
portant international meetings, for use by members of the U.S.
delegations.

«Eogs The. UN General Assembly;

¥orth Atlantic Coune etings;
SEATO conferences
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o WHAT HAPPENS TO THE THF ORATION {continued)

~Forms employed in reports vary according to the purpose for which tbey

are writtens

=fid hee reports

~Fhese ave usually typed in a small number of coples, destined
for a specific customer.

=fReports of broader interest are put out in mimeographed form and
receive & more or less wide distribution.

«Fhe Biographic Brief is such a document prepared within a few
nours atfber & foreign personality assumes a highly significant

positien op posture.

«lisge o Dew prime minister

The Biographic Report is fuller treatment of either a single
pergonality, or of a group of individuals in a single contexto

wiiafls A government, or a delegation

~Published reports issued in printed form, as opposed to mimeographed form

«lis g:}ggraghic Directory is a 1isting by name and position of
governmental and party organizations of Soviet bloc countzies.

The directory, Soviet Political Leaders which listed
over 8,000 names with position titles.

.
fale

=115 _Ccm‘tributions

=Sactions 59

~Biographic studies of the key personalities in poli-
$ical, economic, sociological, and cultural fields

in a given countyy.
«~Key Personalities (KP's)

-DBlographic studies of the key personalities in all
fields of endeavor in a given counbry. These -
biographies represent a cooperative effort and are
prepared by Amy, Navy, Air Force, CIA, and State,
each agency contributing reports on persons in itse
area of responsibility.

wupplements Vi

~Gtudies in depth of Communism in any given countey

soprove Fr e 2500090 I PSRRI e e o

moting the Comwnist cause.
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L. VAT UAPPINS TO THR I:FCRMATION {continusd) 8

~Internasional Commurism (108)

«Studies of Communist front organisations inel mdmgr
biographins of the leaders of such organizabiens.

S5, WHO BENEFITS FrOH BIts operations?

~RI is essentially a service organization, with quite an extensive
rlientsle

=it provides biographic iinformation on some 3,000 individuals a
rionth to many offices in the Department and in other Government
sgencios.

=fome of the nrinecipal uszers of Bl material are:

=In the departments

«Ceuntry political desks (and their principals) b
-Recsearch desks |

=The Visa Office

~The Historical Division

-I¢ Bureau of international Organdgations .
«~The Burean of Economic Affairs

-T2 International Eduecation Lixchange Service (IEFS)

~Fopeipn Sexvics peats (including USUN)

«(ther Agencies of the Governments

} Farticipating with BI in the Govern=
_ Y memnt?s ‘mhcm blographic program :
«D:fense Department }

«G1A

~ICA (International Cooperation Adriinisiration) I
«Tyreasury Depariment

~U3IA (U.S. Information Agency)

<0LB  (Operations Coordina'tiné"%ard) P
-Jvstice Depariment (FBI)

=(Ineress

oM Bl receives requests for infor mtion from prachically every
g&e{& tﬁ@ﬁ&,@000109101 CIA- RDP81300991RO0Q100180001 -3
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inteilizence commonent, nothing in this directive
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BI PROCEDURES MANUAL Outline
, January 27, 1961
SUBJECT: BI PROCEDURES MANUAL -— CUTLINE
INSTR, N SUBJECT
1-19 ADMINISTRATION AND ORGANIZATION
1 BI Procedures Manual -- Purpose and Scope
2 RFB and BI Orgenizational Charts by Positions
3 Standing Committee on Procedures
A Summary of Duties and Authorities of BI Fositlons
5 Individusl Relief Folders
6 Persormel Indoctrination and Orientation Check-off List
7 Personnel Administration
7.1 Job Descriptions and Work Assignments
7.2 Efficiency Reports and Performance Ratings
7.3 Time-Use Reporting
7.4 Leave (Time and Attendance Records)
8 Production and Programming Records
9 Handling Incoming Materials
10 Handling Outgoing Materials
11 Security
20-39 20 DATA" PROGESSING
20 Delineation of Functional Responsibilities of BI
2L Processing of Information and Reports Received
22 Transliterstion Systems
23 Alphabetization
24 Description of Types of Files
25 Standard Filing Procedurea
26 Arrangement of Individual Card Files
27 Arrangement and Maintenance of Biographic Folders
28 Standard Formats Used in Date Frocessing
28,1 Information Cards and Fouches
28.2 Pogition Cards
28.3 Cross Index Cards
28,4 Cross Reference Cards
28.5 MName Tabs
40-59 PRODUCTION AND SERVICES
40 Types of Publications; (Production Procedures and Semple Formatd
40,1 BB :
40,2 ED
40,3 B
40.4 BR
A Writing Biographies
41,1 Types of Biographies -- Samples and Explanatiom
.2 Sources and Research (Intelligence Community Contacts)
41,3 Chronologies and Drafts
Al.4 Classification Considerations
42 Preliminary and Final Editing
43 INR Editorial Style (NIS Exceptions)
44 Drefting and Clearing Telegrams, Adirgrams, etc.
45 Spot Intelligence (Name Bhecks, Phone Requests, ete.)
60-69 MISCELLANEOUS
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BI PROCEDURES MANUAL Instruetion No, 1
January 27, 1961

SUBJECT: BI PROCEDURES MANUAL -- PURPOSE AND SCOPE

I, PURPQSE: The purpose of the Bl Procedures Manual introduced by this
instruction is to establish the most efficiemt procedures possible as
standard procedures for all BI personmel. The aim is to increase operating
efficiency and to stimulate interest in improving ell aspects of BI work,
rather than to stifle or suppress thought or initiative. The lack of
uniform BI procedures and a systematic method of estahlishing such
procedures have resulted in extremely diverser-and sometimes inefficient;”
practices in individual branches and sections of BI, The improvement and
standardization of prosedures throughout BI should prove advantageous to
all concerned by: (1) greatly facilitating and improving the orientation
end indoetrination néw employees receive when entering BI, and by providing
any BI employee with a convenient reference from which he may refresh his
memory at any time concerning the proper proceduree for dealing with any
particular problem or operations (2) msking it possible for an analyst to
transfer from one branch to another or to hanile the work of another
_gection temporarily with a minimum of confusion and difficulty; and (3) in
"(3) )inoreasing the over-sll operating efficiency in FI, thus minimizing the
efTects of personnel shortages or meking increased production possible,

II. SCOPE: The BI Procedures Manuel will deal with all activities of the
Division of Biographic Information, though matters covered in any similar
instructions by a higher suthority will not be dealt with in this series
unless a more detailed treatment is needed, Both substantive and
administrative subjects of a permsnent or semi-permanent nature will be
deelt with as required,

III. PROCEDURE: Each instruction in this series will be approved and issued
by BI/0OG. The BI Procedures Committee has primary responsibility for drafting
these instructions, and everyone in BI is expected to cooperate fully with
the members of that committee in that work., During the drafting stage the
views of branch chiefs will be solieited and the views of others will be
welcomed, end constructive suggestions and recommendations will be
appreciated at any time. Each BI employee will receive a copy of each .
instruetion and is reguired to be familiar with its contents, Each BI unit
will maintq,:!.nag.‘ compl et , J1le of current instructions in the BI Procedures
Menual series; iThe seriss \j‘ig be issued as individusl instructions are
eompleted over a pefiod of months and will not be numerically consecutive,
but will fit into an over-all cutline,

IV, COMPLIANCE: In drafting these instructions a consensus will be

sought, but these instructions, once issued,will epply equally to those
agreeing and thosedisagreeing with their contents. All BI persomnel are .
expected to comply,with: them, exeept as modifications may be approved at the
division level on the basis of adequate written justification from the
branch chief concerned, Spot checks will be made periodically by
representatives of BI/OC to observe results and to consider suggestions.
Past practices and individuel preferences will not be accepted as adequate
reasons for noncomplience, and any such noncamplianee will be taken into
conaideration as sppropriate in evaluating individuel performance.

7 R ,") VAR R L T S TR 7 PE NS A f the B Wermdavey, N Svawd
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CONFIDENTIAL
BI PROCEDURES MANUAL ' | Instruction No. 5
Jammary 27, 1961
SUBJECT: INDIVIDUAL RELIEF FOLDERS

I. PURPOSE: The purpose of this instruction is to establish the
requirement thst each BI employee prepere and maintain a folder eontaining
essentisl informstion concerning his position for possible use by enyone
who might relieve him in that position. Sueh relief folders will meke it
possible for the successor in the position to benefit from the experience
of his predecessor, whether the transfer of duties is unhurried and
orderly or sudden and sonfused. Fssentisl contimity can thus be meintained
even if there is a gep of sevwrel months during which the pesition may be
vacant, During such en interim period the folder will be useful also to
those who may be reguired to perform the duties of that position
temporarily. ‘

I1I. SCOPE; The individuel relief folder should contain any information
that might be useful to a suecessor in the position—~initially as &n
orientation aid, and later as a convenient reference--to make it less
difficult for him to perform the functions of thet position effectively
ard with e minimum of delay and confusion. It should contain the following
pinimum information: (1) a copy of the job description for the pesition,
supplemented if necessary by a more reslistic or understandatle deseription
of the work; (2) an out line of the files (if any) meintained exclusively
by the incumbent in this position; (3) a brief sketch of as much of the
history of the position as is known, including names of individuals and
dates of their temure; (4) brief somments concerning speeisl problems
encountered in this position, including tips and recommendations designed
to ensble the successor in the position to avoid msking the same mistakes
and having the seme difficulties encountered by the person being relieved;
(5) & 1ist by subject (field of imterest) of contacts (together with

phone mumbers) in the intelligencs community with whom one desls most
frequently in this positlon; and (6) any other information that might be

of value to a person ettempting to become familisr with the duties of

the pesition,

III, PROCEDURE: Fach BI employes should prepare without delay a relief
folder as outlined sbove for his position and submit it to his branch
chief for review and comments., Branch chiefs will make suggestions
designed to increasse the velue of the folders, and if any seem to have
been particularly well prepared, they may wish to bring them to the
attention of BI/OC, Brench chiefs will submit their own individusl
felief folders to BI/OC for review end comments, The incumbent in &
position should elways be alert for ways in vhich his folder can be
supplemented and improved, Folders should be reviewed and brought up to
date at least every six months, and should be chenged promptly to reflect
any major changes in duties or repponsibilities that may be made. The
individusl relief folders might well be included in the loose leaf notebooks
of BI employees conteining the BI Procedures Manusls,

IV, CLASSIFI ON: In most cases the individusgl relief foldere will be
classified Confidential due to the nature of their contents,

CONEIDENTTAL
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BI_PROCEDURES MANUAL Instruetion No, 6
Jenuary 28, 1961

SUBJECTs ORIENTATION AND INDOCTRINATION OF NEW EMPLOYEES

I. PURPOSE: The purpose of this instruction is to establish e standard
and formal procedure for the orientation and indoctrination of ell new BI
employees. This orientation and indoctrination is designed to provide the
- new employee with orientation in the necessery genersl administrative and
organizational details concerning BI and an initisl familiarization with,
and indoetrination in, biographic intelligence research and production
procedures. It should slso provide him with an understending of his position
in BI and the role each dividion of RFB playe in INR and the intelligence
community. The more effective this program is, the sooner the new employee
will begin to function st maximum effectiveness in his new position. The
check-off 1ist is simply a mechanicel means of insuring that all the steps
necessary for this purpose have been completed.

II., SCOPE; Thétorientation of new BI employees is designed to supplement
the orientation given to all new INR employees by covering briefly the major
aspects of BI's organization and operation. The oral indoetrinstion sessions
will be relatively brief, as most of the detailed informstion required on EI
in genersl and on the particular position of the new employee can best be

- obtained from the BI Procedures Msnual and the individual relief folder for
the position being filled by the new employee. Information on contimuing
training programs will be contained in a separeste instruction.

IIT, PROCEDURE:s Each new employee will be given the BI orientation
check-off 1ist when he first reports to BI/OC for duty, and with the
guidance and assistance of his immediate superviscr or branch chief he
should complete the steps listed inm it within two weeks. The new empboyee
will be briefed on the division level by BI/OC and referred to the BI
Procedures Manusl for further details, and on the branch level by the branch
chief and referred to the individual relief folder for further detalls
concerning the new employee's specific duties., The new employee can find
the answer to most of his questions in these two permanent orientation and
indoctrination references, and he should become thoroughly femiliar with t
the contents of both before requesting detailed explasnations from hig
immediate supervisor or branch chief, If the new employee ls sn anslyst,

he will be given the RFB Orientation Notebook (resding file), which contains
additionsl background information to help him understend the functions and
working relationships of the various parts of INR,
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- BI PM No. 6

IV. CHECK-OFF LIST: Fach new BI employee will complete the standard BI
orientation and indoctrinetion process within two weeks after entering on
duty., His immediate supervisoryor branch chief should initiel the various
items on the list as they are completed. After signing the sheet to

cortify that the points listed were covered to his satisfaction and that

the specified reference materials were made available and explained to

him, he should return the signed sheet to BI/OC, where it will become part of
BI personnel records., The various steps should be completed in aspproximately
the order listed belows:

Initisls of
Date Supervigor or
Step of Procedure To Be Completed Completed Branch Chief

Be introduced to the Division Chief, his deputy,
end the BI/OC steff;

Be introduced to the chief of the branch to which
assigned and to other personnel in that branch;

Be briefed by the Unit Security Officer, and become
familisr with the Department Seurity Regulationss

Be given for retention & copy of the BI Procedures
Marusl, with en explanation of its purpose and use;

Be given furxwakx a brief oral description of his
duties, snd of their relationship to the over-all
operations of the branch, Division, Office (RFB),
Bureau (INR), the Department, and the intelligence
sommunity;

Be given for retention a copy of the individual
relief folder for the position, with an
explanstion of its purpose and use;

Be introduced to the other branch chiefs, the
personnel of their branches, and FSU personnel;

If an analyst, be introduced to the Office Director
and his staff, and check out the RFB Orientation
Notebook (resding file);

Complete and return to INR/EX the INR orientation
check-off lists

If in & supervisory position, be introduced to the
Executive Director of INR;

If an enalyst, be introdueced to counterparts in the
regional offiees of INR, the geographic buresus,
and other agencies (Departmental and intelligence
oommunit¥ contecte with whom he will have frequent

5

contacts

Be introduced to the foquisition and Reader Serviees
personnel and facilities in LR; and

Sign this 1ist end return it to BI/CC.

.. (Signature)
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rs: 1/7/6L

1. The figures Cor"Data Processing"dppear to refleot an increasingly

scute problem in BI. The only way in which BI can reduce the long~-run
adverse consequences of rather severe personnel cuts is to insure thst

the time involved he sbsorbed by dropping or curteibhing current production
projects, rather than by reducing time devoted to data processing.* When
such cuts esre perwitted to caunse major fluctuations Iin the amount of time
devoted to data processing, the end result is that all future Bl production
guffers in direct proportlon to the degreeethat th=t is permitted, snd almost
811 production will continue to suffer £mm in qusentity or quality Tor several
yvears, until any essential @#x time cut from data processing is made up in
adiition tn current data processing work. A low level of data processing
almost eertginly vesults in s deteriocration of the condition of the files
and therefore the quality and efflelency (hence the quantity) of production
in BI, It would geem hilphly deairsble to set a minimum lefel below which
data processing would not be permitted to drop except under the mosit extreme
circumstances, in which case any such cut would be made up prempily.

Although data processing ie the cstegory of work that i3 the budds for
elmost all BI production, it is the very cstegory that has suffered more than
any other from the personnsl cuts in BI., The effects of the very low level of
data processing maintsined in BI in the 3rd nuarter of 1960, and to only a
slightly lesser degree in the 4th quarter, cbviously are being felt now.

In the 4th quarter data processing increased 6.0 percent over the 3rd querter,
even though the *Total Time-Use™ in BI decressed 7.0 percent during the same
period. Projections for the lst quarter of 1961 enticipaste & further inecresse
in data processing to a level 2fxfk 25.3 percent over the 3rd quarter 1960
level, even though the estimated“fotel Hours Available®during the 1st quarter
1961 wmx is slightly less than "Total Time-Use” during the 3rd guarter 1960,

It sppears that the minimum level at which data processing should be maintained
in BI ghould be in the vielnity of B,000 hours per quarter. On that besis

at the end of the the 4th quarter 1960 BI nad accumulated s defielt of

3,149 hours over the last half of 1960, and if that were to be worked off
during 1961 it would be necessary to schedule data processing et the level

of ghout 8,800 per quarter during 1961. The following statisties should
help/inderstand the problem:

Itep - Pst/60  2pd/60  3rd/60_ 4th/60 1%11612
Est.)

Data Proec. (ﬁuurs)**%mmg.(&s{uﬁus) BT hors 6219h3  6632kos 7795
Data Proc.: Change fw. prev, qtr. (Hra.) : 212 £ 413 A163

Data Proc.:(ﬂh;:,ge fm. prev, qtr. (%) 4-:@1 £ 2.4 -2%/.0 J’;’},ﬁ A7.5
Hoars Trogramnmed (€s1) A e TW (e )e 164‘0?/% 16986/% 027 nIPfogss A 4/%275.‘2;]

BT Total T mimid Bris b 22524 20585 17383 16157 17360
Total TU minus Lv.: Change fw. prev.qtr.{frs) -1942 -3199 1226 £1203
Total TU mimue Lv.: Change fm. prev.qtr.(%) -286 -15.5 =71 £7.4
Data Proe,/Total TU mirmus Leave ($) 1.9 35,8 4.0 44.9
Data Proe./Programmed TU (%) 61.5 59.9 66,0 e
Data Proc. (Est,)/Hours Programmed (%) 56.7 56,3  47.0%%%71 .0

%* It is also possible that dats processing efficiency could be ek
improved by revising and stendardizing operating procedures in BI.

#* It may be worth noting that for the last three quarters of 1960 the average
estimate for dats processirng was almost exectly the same as the aversge
agtual time used for data processing, whereas the average estimate for
*Hourg Prograrmed" vas ¥$Fx about 15 vercent higher than the actual
*Progremmed Time-Use,®

%% Thie figure would have been 52.4.percent if BI had not been overprogrammed.
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APPEMDIX VII

TANDARD INDIVIDUAL GARD FILE ARRANGEMENT

The card file of each individual should be arranged according to
g standard patitera to make possible the most efficient use of the
information conteined in the file snd to facilitate orderly filing. Cards
in an individual card file sh~uld be arranged as follows from front to back:s

1, Name tab card (blue card with yellow tab), if any
2. BF card (blue eard), if any, referring to a Blographic Folder (dossier), or
AF eard (blue card), if any, referring to a single dooument in the
Alphabeticel File
chine » 3. Information cards (white cards or poucheg) chronologically from the
 latest date (in fromt) to the earliest date (in back)
usske > 4. Blogrephy oards (white cards or pouches), if any, containing complete
biogrephies as of a given dste, with "Bio® jotted in at the left of
the dates (vhich are enclosed in parentheses)
7§, Photogrephs (glossy prints), with top of heads to left
.6, Hank buff index card indicating the end of an individual card file
(only where the individual eard file 1s preceded by a name tab)

Because the standard individual éard file arrangemeat outlined
above differs somevhat from previous practices, which did not placs
sufficient ewphasis upon the importance of such an arrangement, some
additional explanation of sach point is glven below.

1. The name tab card, which should always contain e complete name, should
never be grouped with the other carde of an individual card file under a
rubber band, since it shruld remein in the file tray to mark the place
when the imdividual card file is removed for any purpose, and since it
tends to become mutilated quickly when included under a rubbsr band. The
new name tabs should be inserted as the first step in the filing operation,
because they greatly facilitate the other steps in the filing operation,
After the oards from the 0ld File end the Backlog File have been filed into
the New File, a check should be made to see which additional name tabs
should be prepared, becauss when the Old File is abolished some large
individual card filea will be integrated into the New File and because as
the Backlog File is filed into the New File complete names will be found
for many persons for whom they were not previously available,

2. The blue BF or AF card, if any, should alweys give the most complete
name avajlable on any of the cards in the individunal eard file,
Transliteration errors on the BF or AF cards should be eorrected as part
of the filing process, since such a correction may invelve moving that
individual card file to another point in the file and sinte that card will
alwvays be the first card in the file (except for name tab cards). When
this filing process is completed, there should be no AF cerds in the files,
sinee all documents are being removed from the AF File and incorporated
into other f4{les as part of this filing process.
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3. Information cards are chronologically arranged according to the date
in the upper right-hend corner of the cards with the latest such date
toward the front and the earliest toward the back of the file, Thus, if
there is no BF or AF eard, the firat card in an individual cerd file will
be the information card bearing the latest such date, If the most completie
nams available in the file is not included on that card as it was prepared,
it should be inserted in a snall, neatly penciled notation (entries in ink
or eolored pencil should not be mads). Only white cards should be used in
preparing informetion cards, though a few carde of other colors have been
usad in the past, Aside from the ocbvious numerical order, the fellowing
rules should be obeerved in arrsnging cards chromologicallys

a, A card bearing a date conaisting only of a yenr shauld be
chronologically arranged as though it fell before any other date in that yesr,
and a date consisting only of a month and a year before any other date in
that month,

b, If there is no date in the upper right-hand cormer, a date agreeing
a8 nearly as posaible with the date of the event or information reported
should be ingerted there, ’

¢, If the date in the upper right-hand corner is not approximately the
same ae the date of the information or event reported, a more accurate date
should be inserte’ in its place. The game rule ghould be fcllowed for the
"date prepared” entries om the old "chenge of position” cards (yellow cards),
since the "date prepered” entries zre in the upper right-heand corners, and
singe they frequently differ conéiderably from the date of ths event,:

d. If the date in the upper right-hand cormer is not a single date but
an inclusive date covering a certain period {for example, 3-12 Aug 1959,
Aug-Sep 1959, 1950-51), it should be chronologlieally arranged according to
the first part of the date only. |

4. Biography cards are those that contain biogrephic sketches rather then
migcellanecus reports or bits of information, and they should be filed just
in front of photographs and just behind the earliest information cerd. Thus,
vhen a card or pouch conteining a camplete biography is filed under a certain
date, the date should be enclosed in parenthesges, the notation *Bio™ jotted
in at the left of the date, and the card or pouch filed as explained above,
Just as prepsred biographies are separated from the miscellansous reports
and raw information in dossiers, it is logical that when blographies oseur
on cards or in pouches in an individuel card file that they should be
separated in some way from the miscellsneous information cards, and the above
procedure providea for such a separation, ' '

5. Photographs should be filed at the back of an individusl eard file with
the top of heads to the left, Among the reasons for thies arrangement of
photos within an individual eard file are the following:

4. Photos are now the first cards in an individual card f1le when there
is no BF or AF card, and when this occurs the photos will soon be mutilated
by the rubber bend and frequent hending to see the information on the first
regulzar information eard.
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b, The information contained on photos is soon out of date, so it is
rarely of interest to anyone checking the file,

¢, Only reletively infrequently ie it necessary to check the files for
photos, and when it is, they will be just ae accesesible at the back of ‘the
file as they would be in front of the informetion cards.

d. If the photos are placed in front of the information eards, they
must be removed each time new cards are placed in the file to permit checking
dates and inserting the information cards in chronological order before
replacing the photos., There is a tendency either to neglect or to forget to
do this, with the result that photos tend to become burled in the middle of
the individual card files.

e, If the first card in an irdividual csrd file ie a photo, it ‘:ia more
difficult to read the names when filing, since photos must be placed on thelr
sides in the card file,

f, Photos are printed on glossy paper and frequently bear incomplete
names, or names that are incorrectly transliterated. The fronmt card of an
individual card file must have the complete and correctly transliterated
name inserted on it; however, making such insertions or corrections on
glossy prints is not only diffiecult to do legibly, tut also mars the
appearance of photos in case they are needed. When photos are arranged at
the back of individual card files, cnly if they are not grouped behind
information cards for the seme name should ink corrections or insertions
be made in the name on the photos themselves,

6, When the individual card file is preceded by e name tab, a blank buff
index eard is inserted after the last card to mark the end of that individusl
enrd f11e, If no nsme tab is prepared to precede an individual eard file,
the cards of the individual ecard file will be grouped amd no index card will
nark the end of that individual’s cards. The buff index cerds used for this
purpose should always be in the two right-hand positions, If used in the two
left-hand positions the baff index cards would interfere with the reading of
the name tabs, and by reversing the buff index cards in the two left-hand
positions they csn; be made into right-hand positions, The center position
of the btuff index ¢ards will be used for year markers in the New File and as
alphabat tabg in the Ratired File, "

7. Year markers should bs used to divide individual card filee vhich are
more than two inches or so thick. Buff index cards (in the center position)
bearing the date of a yesr (or years) should be inserted in front of the
information eards of the year (or years) designated, ‘
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